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Payroll User Manual

CHAPTER 1 INTRODUCTION

Simply stated, the purpose of a payroll system is to calculate employee pay, generate paychecks, and track employee
tax information. The Payroll system expands on this simplified description to bring you a very sophisticated
integration of a complete pay calculation and check writing module, providing detailed personnel reporting and
analysis, as well as multi-departmental and multi-state breakdowns.

The pay calculation and check writing module provides rapid or single pay data entry, allowing salaried and hourly
employees. Hourly employees may have up to twenty (20) different hourly rates on the same pay period. The
following pay cycles may be handled individually or in combined paycheck runs:

o Daily
o  Weekly
o Bi-Weekly

e Semi-Monthly
e Monthly

e Quarterly

e Semi-Annually
e Annually

Complete check runs or individual checks may be generated at any time. On-line employee inquiries provide current
month, quarter and Year-to-Date pay and tax information. The Job Cost feature optionally allows the allocation of
employee's salaries and wages to multiple Projects. The allocation of the payroll to Projects may also be used in
combination with the departmentalization feature.

The departmental features optionally allow all processing and reporting by department. In addition, multi-
department allocations are permitted by employee. The workers' compensation features optionally allow the tracking
and reporting of wages and salaries by multiple workers' compensation class codes.

State specific income (SIT) and unemployment tax (SUTA) features optionally allow the simultaneous processing
of all 50 states. The system automatically keeps track of each state's information and allows tax reporting by state.
Local income tax (LIT) may also be calculated and reported.

Optional special non-cash earnings and 401K type deductions may also be utilized. Tips are fully supported by the
system; including a “tip boost” warning if below minimum wage. Personnel reporting and analysis is provided
through tracking of personal time balances and employee personnel comments. In addition, the Payroll system
provides pay review reporting and scheduling, as well as graphs which indicate abuses to personal time allowances.

As you can see, the Payroll module not only provides you with the tools necessary to efficiently process your
company's payroll requirements, but also provides you with the management information necessary to direct the
performance of your staff.
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DEPARTMENTAL OPTION

The Payroll system optionally allows you to process payroll information on a departmental basis. When you initially
start up on this system, you may specify if you want to use the departmental option. If you do not turn on the
Department feature, the system will never ask you for a department number. If you turn on the departmental feature
will be activated. You may switch from departmental to non-departmental without any additional re-keying or re-
sorting of data. Before changing from non-departmental to departmental, you must first pack your data files and then
proceed with setting set up all of the departmental information.

The following features summarize the effects of using the departmental feature:

1) You must perform the initial set up of your departments. This includes department number,
description, GL account numbers for wages and expenses, and the expense allocation factor.

2) Each employee should be tied to a “Home” department.
3) All reports, data entry and employee selection may be specified by department.

4) Pay data entry can allocate employee time to individual departments; up to twenty (20)
departments per employee per pay check.

5) Payroll expenses will be allocated to various departments based on the allocation of employee
time between departments.

JOB COST OPTION

The Payroll module optionally allows you to allocate employee's salary and wages to projects or jobs. This feature
should only be turned on if you have purchased the Job Cost Main Module. When you initially start up on the
system, you may specify whether you want to use the Job Cost feature. If you do not use this feature, the system will
not allow the input of costing information. If you turn on this feature, the system will allow you to allocate some or
all of an employee's time to specific projects or jobs. This does not restrict the allocations to departments by using
this option. You may combine both departmental and project allocations at the same time of entry by the same
employee.

The following features summarize the effects of using the Job Cost feature:

1) You must specify in the Master Configuration what level of detail the Job Cost Main Module has
been configured for. You may specify the employee name, employee number, or none.

2) You must specify the default-billing rate for each employee. The system will then always default
to this rate unless you decide to override it.

3) Pay data entry may allocate employee time to specific projects. This may include up to twenty
(20) jobs per employee, per pay period.

4) Payroll expenses will be allocated to various projects based on the Payroll Overhead expense
factor set up in each project and the employee time and wages allocated to the project.
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WORKERS' COMPENSATION OPTION

The Payroll system optionally allows you to process payroll information by workers' compensation class codes.
When you initially start up on this system, you may specify if you want to use the workers' compensation option. If
you do not specify this option, the system will never ask you for a workers' compensation class code. If you turn this
on, this feature will be activated.

The following features summarize the effects of using the workers' compensation feature:

1) You must perform the initial set up of your workers' compensation class codes. This includes the
four character code, description, state, predefined hourly pay rate, insurance rate, and insurance
maximum and the calculation type as it relates to the inclusion of overtime hours and whether it
should accumulate monthly totals so reports may be run for prior months.

2) Each employee should be tied to a “default”” workers' compensation class.

3) Pay data entry can allocate employee wages and salary for up to twenty (20) workers'
compensation classes per employee, per pay check.

Workers' Compensation Classes will keep track of the various types of work an employee may perform on the job,
as well as different pay and insurance rates based on the type of work being performed. This optional feature is most
common in union and construction payroll environments. Reporting is summarized by state and job classification.

DIRECT DEPOSIT OPTION

The Payroll system optionally allows you to process Direct Deposit payroll information electronically from your
Bank Account to your employee's bank account(s). When you initially start up on this system and you wish to utilize
this option, you will need to follow the steps outlined in the Check Reconciliation module for setting up an EFT
Processor and transmitting EFT Batches. Also, the Employee setup for Direct Deposit under the option
“Add/Change an Employee” will need to be followed.

TAX TABLES

The Payroll system allows the simultaneous processing of multiple state and local taxes. The system accomplishes
this by allowing each employee to have five (5) different tax tables.

Each employee's tax tables are required to be in the following format:
e Federal Tax Table
e State Tax Table
e Additional State Tax (optional)
e Local Tax Table
e Additional Local Tax (optional)

Although there are five (5) tables, only three (3) different taxes are supported; Federal (FIT), State (SIT), and Local
(LIT). Table numbers 2 and 3 combine to calculate SIT. Tables 4 and 5 combine to calculate LIT. (The use of LIT
is completely optional.) The need for two tax tables for SIT and LIT calculations is to provide you with enough
flexibility to handle the tax calculations for states and municipalities that utilize very complex formulas.

Every employee working in the U.S. should have at least two tax tables (Federal & State) set up in order to
calculate FUTA and SUTA (even if the state does not have any income tax). Unemployment tax calculations are
also established in the tax table file. Federal unemployment tax (FUTA) is defined in the federal tax tables, and state
unemployment tax (SUTA) in the state tax tables.

If you have multiple tax tables for the same state, make certain that all tables have the same SUTA information. This
also applies to the federal tax tables, since separate tables are required for married (Table: FED-M) and single
(Table: FED-S).
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NOTE
The system provides the standard tax table information for both Federal and
State Income Tax calculations. Normally, these tables are already set up in
your system. Customers who are current on their Annual License Fees will be
issued updates to the Tax Tables as they occur.

Please note that the General Ledger accounts and the Unemployment Tax
Percent may need to be changed to meet your specific requirements. In
addition, after you receive the tax update, it is your responsibility to verify
that the tax calculation meets your legal requirements.

TIME CATEGORIES

The Payroll system allows you to predefine “time categories.” These time categories are used to display the type of
hours that are being entered (e.g., Regular, Overtime, etc.) through the “Enter Pay Data” options. These time
categories are also used to automatically calculate the hourly rate for hourly employees and track personal time
balances (e.g., Vacation, Sick, Holiday, etc.).

There are fifteen (15) time categories that may be defined, however, categories eleven through fifteen are handled by
the system in a special way. These are referred to as personal time and will “count down” the personal time
balances for the employee each time they are used. These personal time categories allow you to allocate hours to
each employee for such things as vacation time, personal time, etc. and then the system will “use up” this time as
the pay data is entered with hours assigned to these types.

Time category ten is used by the system to indicate piecework type pay. The number of “pieces” should be entered
instead of hours and the system will not consider this as hours during the calculations and updates.

The default time category description and factors are listed below.

Description Factor
1) Regular 1.0000
2) Overtime 1.5000
3) Double 2.0000
4) Holiday 2.5000
5-9) Blank
10) Piecework 1.0000
11) Vacation 1.0000
12) Sick Time 1.0000
13) Personal 1.0000
14) Unexcused 0.0000
15) Misc. 0.0000

The factors listed above, are used as a direct multiplier to the employee's hourly rate. In other words, if an
employee's hourly rate is $10.00 and his time is entered as a time category #2 (Overtime), which has a factor of
1.5000, then his hourly rate will be $15.00. A single employee may have time entered for up to 15 different time
categories per pay check. Time may be classified to multiple categories for salaried employees; however, the factor
is ignored.
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SYSTEM INTEGRATION

This section includes a brief overview of how the Payroll system integrates with General Ledger.

Integration w/General Ledger

If your Payroll system is interactive with the General Ledger module, the General Ledger Integration File will be
updated after printing your pay checks. Every department, tax table, and special pay type has a General Ledger
account associated with it that will be used in the General Ledger journal entry. This journal entry is normally
posted after each pay check cycle.

The following displays the typical non-departmental journal entry:

Account Description | Debit | Credit

PAYROLL JOURNAL ENTRY

Wages & Salaries X

Additional Earnings X

FIT Withheld X

SIT Withheld X

LIT Withheld X

FICA Expense Employer’s X

FICA Payable Employer’s X

FICA Payable Employee’s X

FUTA Expense X

FUTA Payable X

SUTA Expense X

SUTA Payable X

Deductions X

Cash X
The following displays the typical departmental journal entry.

Account Description | Debit | Credit

MAIN COMPANY JOURNAL ENTRY

Inter-Dept Account X

Dept. OH Expense Credit X

Additional Earnings X

FIT Withheld X

SIT Withheld X

LIT Withheld X

FICA Expense Employer’s X

FICA Payable Employer’s X
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Account Description Debit Credit
FICA Payable Employee’s X
FUTA Expense X

FUTA Payable X
SUTA Expense X

SUTA Payable X
Deductions X
Cash X
DEPT. JOURNAL ENTRY

Dept. Wages & Salaries X

Allocated Expenses X
Inter-Department Account X
and/or

PROJECT ALLOCATION JOURNAL ENTRY
Work-In-Progress X

Allocated Expenses X
Inter-Department Account X

You may update your general ledger at any time by entering General Ledger and executing the “Post Integration
Files” option. (See your General Ledger manual for details.) Or, if you choose the option “Automatically Post
Integration Modules” in the General Ledger Master Configuration, these same transactions will be posted in real
time to the General Ledger each time a transaction is entered into the Payroll system.

Integration w/Job Cost Main Module

If your Payroll system is interactive with the Job Cost Main Module, this module will be updated at the time that
you print pay checks. Costs may be allocated to various projects in either of these two modules. After allocating the
time to various projects, you may simply proceed to run the payroll cycle as normal. Once the checks are printed, the
system will simultaneously update both the projects as well as the employee's master file. Please note that the Job
Cost versions of Accounts Payable, Accounts Receivable, Manufacturing Inventory Management, Payroll, and
Purchase Order Entry are designed to work with the Job Cost Main Module.
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DATA FILE DESCRIPTIONS
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e Master Configuration

e Employee File

e Current Pay Data File

e Transaction File

e Transaction Detail File

e Department File

e Special Pay Types File

e Tax Table File

o Employee Comments File

e Workers' Compensation Class File

e Payroll Historical File

e General Ledger Integration File

These files are defined here.

File Name

Description

Master Configuration File
(filetype: PROO)

(filename: coPRO.dbf, where
“c0” represents the company
number)

This file contains your Master Configuration, General Ledger
Accounts, Time Categories, and Integration with other modules.

Employee File

(filetype: PRO1)

(filenames: coPR1cy.dbf and
coPR1cy.mdx, where “cy”
represents the last 2 digits of the
calendar year)

This file contains the master payroll information for each of your
employees, including name, address, historical information, tax
status, etc.

Current Pay Data File
(filetype: PR11)
(filenames: coPRB.dbf and
coPRB.mdx)

This file contains current pay data information for the current pay
cycle.

Transaction File

(filetype: PR0O2)

(filenames: coPR2cy.dbf and
coPR2cy.mdx, where “cy”
represents the last 2 digits of the
calendar year)

This file contains each transaction, or check, entered into the
Payroll system for the fiscal year. This file is used when printing
the Check Register and the Check Register by Employee.

Chapter 1
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Transaction Detail File
(filetype: PR12)

(filenames: coPRCcy.dbf and
coPRCcy.mdx where “cy”
represents the last 2 digits of the
calendar year)

This file contains all of the pay data detail for each transaction
posted to payroll.

Department File

(filetype: PRO3)

(filenames: coPR3cy.dbf and
coPR3cy.mdx , where “cy”
represents the last 2 digits of the
calendar year)

This file contains the Department information for your company,
such as the department description, overhead factor for allocation
of expenses, and total hours and wages for each period of the
current fiscal year.

Special Pay Types File
(filetype: PR0O4)
(filenames: coPR4.dbf and
coPR4.mdx)

This file contains the Special Pay Types that you may wish to use
when entering the payroll data for additional earnings, non-cash
earnings, deductions, or additional Federal Income Tax
withholding.

Tax Table File

(filetype: PRO5)
(filenames: coPR5.dbf and
coPR5.mdx)

This file contains the Tax Table information to allow the system to
calculate Federal Income Tax, State Income Tax, Local Income
Tax, and the Unemployment Taxes.

Employee Comments File
(filetype: PRO6)
(filenames: coPR6.dbf and
coPR6.mdx)

This file contains the employee comments that may be entered to
record special comments or reminders for each employee for
employee review purposes.

Workers' Compensation Class
File

(filetype: PRO7)

(filenames: coPR7.dbf and
COPR7.mdx)

This file contains the workers' compensation class codes that you
wish to use to classify each employee's wages for insurance
reporting purposes.

Payroll Historical File

(filetype: PR22)

(filenames: coPRMcy.dbf and
coPRMcy.mdx, where “cy”
represents the last 2 digits of the
calendar year)

This file contains the historical information on all employee’s
wages and taxes in monthly totals for the calendar year.

General Ledger Integration File
(filename: PR2GL..co)

If you are processing interactive with General Ledger, all
transactions which require General Ledger updates will post to this
file. Once the update is performed in General Ledger, this file will
be cleared and made ready for new transactions.
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PREPRINTED FORMS

This section outlines the various forms available for the Payroll module. As in other systems, several types of forms
may be used with this program. For convenience, custom forms modifications may be made to accommodate any
specific needs of a particular business. The forms that are shipped standard with this module and the preprinted
forms that are supported by the accounting system are described in the Payroll sections of the Infinity POWER
Supported Forms Reference Manual. This can be found in the User Manuals section of the Data Pro web site and
on the CD-ROM.

Preprinted forms will be illustrated in the DPAForms section located in this manual. If you find that customization
of your forms is necessary, DPAForms can adjust any preprinted form to meet your specific form printing need.

Most of the forms illustrated in the DPAForms catalogue are also available in “Laser Form” format. This means
these versions of the forms are pre-cut to specifically meet the needs of the various HP LaserJet and compatible
printers. Infinity POWER programs have already included the necessary forms files with your software for you to
utilize this advanced feature. All forms that have an “L” in their form name have been modified to accommodate
form printing on LaserJet printers.

To utilize any of the forms listed here, simply go to the Payroll>Set Up and Maintenance>Payroll Configuration
option. In Change mode, select the “Master Configuration™ tab and input the name of the form you want to use in
the “W-2 Form” field. This tells the system which forms you would like to use.

You may change forms styles as often as you would like and at any time.

EMPLOYEE MAILING LABELS

The size label used for the printing of employee mailing labels is:
15/16” X 3 1/2”

MASKED FIELDS
The following field can be “Masked” when generating certain reports from the system:

Department Number
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TRANSACTION PROCESSING FLOWCHARTS

This section covers the processing flow for the different types of transaction processing in the Payroll system.

Single Employee Entry Flowchart

Single Employee Entry updates the Payroll Master File and the Current Pay Cycle File. Mo entry to General Ledger is
done at this time,

SINGLE EMPLOYEE
ENTRY

EMPLOYEE FILE
CURREHT PAY DATA
UPDATED

CURREHT
PAY CYCLEFILE

XXEPRAYY.DBF ‘ ‘ XXXPRB.DBF ‘

Page 1-10  Introduction Chapter 1



Payroll User Manual

Rapid Employee Entry Flowchart

Rapid Employee Entry updates the Payroll Master File and the Current Pay Cycle File. No entry to General Ledger is
done at this time,

RAPID EMPLOYEE
ENTRY

XXEPRAYY.DBF
EMPLOYEE FILE
CURREHT PAY DATA
UPDATED

XX XPRB.DBF
CURREHT
PAY CYCLE FILE
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Write a Single Check Flowchart

integrated with General Ledger.

WRITE A SINGLE
CHECK

Write a single check updates the Payroll Master File, the Payroll Transaction Header File, the Transaction Detail File,
the Department File, and the Workers' Comp. File. It updates the Job Cost Master File, the Job Cost Project Detail File,
and the Job Cost Transaction File if integrated to Job Costing. It also updates the Check Reconciliation Detail File and
the Batch Detail File if integrated to Check Reconciliation as well as the Payroll General Ledger Integration File in

XXXPRAYY.DBF
Histarial Infanmation updated
Currant Pay Data charod
Ascumu bstors u pdated
Farsonal Time Balanaes red uasd
{if applicabl]
Dt of Lot € hoak updatod

XXEPR3YY.DBF
Period Wages and
Expenses updated

XXXPR2.DEF
TRAHSACTION
HEADER. FILE

XXEPRTYY.DBF
WORKMANS COMP FILE
Monthly Pay Totals by
Class updated

XEXPRCYY.DBEF
TRAHSACTION
DETAIL FILE

1

z

4. Foderal Income Tax

4. Siaie Income |.ax Frmary

5. Btaic Income Tax Secondary
&. Lo<al Income Tax Primary

7. La<al Ingame Tax Eocondary
4. Easial Socurity Tax

9. Modicare Tax
10, Wacks Warkad

JOB COST
PROJECT DETAIL
CURRENT, YEAR-TO-
DATE AHD PROJECT TO
DATE

XXX JCIYY.DBF
JOB COST
TRAHSACTIOHN FILE

—
PR2GL.XXX
PAYROLL GENERAL
XX JC1YY.DEF
LEDGER II::'II'EEGRATION B COST PROJEC
'CURRENT, YEAR-TO-
ATE AHD PROJECT-TO-
DATE COSTS
XXXCR2.DBF XXXCR4.DBF
CHECK BATCH DETAIL FILE
RECONCILIATION FOR EFT/ACH
DETAIL FILE PROCESSING

Transsation Types
1. JG - Cnter Gost
. JG - Transfar Comt

. Ji - Billing

. )i - Gost of Baks
5. AF Cxpansa

. IN Ckpanse

. PR Crpansa
. AR Billing
. J& Dverhad Allastion
10 AR Gost of Baks

!
3,
4.
&,
7.
8,
9,
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Record Accrued Personal Time Flowchart

Record Accrued Personal Time updates the Payroll Employee Master File.

RECORD ACCRUED
PERSONAL TIME

XXXPRAYY.DEF
EMPLOYEE MASTER
FILE

Record Employee Comments Flowchart

Record Employee Comments updates the Payroll Employee Comments File.

RECORD
EMPLOYEE
COMMENTS

XXXPR6.DBF
EMPLOYEE COMMENTS
FILE
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CHAPTER 2 SET UP AND MAINTENANCE

This chapter provides you with a step-by-step procedure for the initial set up and routine maintenance of your
Payroll files. When you select this menu option, a complete list of choices will be displayed as shown on the
following screen:

Infinity POWER for Windows - Infinity POWER Sample Company, Inc. {ins}

File Systems Transactions Reports GraphslSet Up and Maintenance  Help

Set Up Emplovees Chrl+F1
Import Emplovees

/ 7 I E ] l'r ] aHd ] I a
—fr-"'l-'fﬂ"’r—"{fi —'rj-"# L’l Rename PR Employes Mumber ’J-J—"f’-'l:
Set Up Departments

Sek Up Special Pay Types
— : — Set Up Tax Tables
s e s
_I"JfJ i _I'Ir.),.j,"l:_":.-f _I"Jf IUpdate Tax Table From Master File

Set Up Warkers' Comp Classes

Payroll Configuration
W . Maintain Data Files e
Ditiet Ero T = T

GENERAL OVERVIEW

Once you have installed your module(s) and reviewed the System Overview, (Chapter 1), you are ready to set up
your master Payroll files from scratch. Select the “Systems” option from the Menu Bar. Then, select the “System
Administrator” option. Then, select the “Start up from Scratch” menu option as shown on the following screen.

“Start Up From Scratch” is utilized to set up your initial Payroll and any other integrated accounting module data
files for a particular company. This procedure is performed only once. Thereafter, your data files may be packed or
re-indexed through the Payroll option “Maintain Payroll Files.”
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Infinity POWER for Windows - Infinity POWER Sample Company, Inc. {ins)
File | Syskers Transactions Reports  Set Up and Mainkenance  Help

General Ledger
Accounts Payable

Purchase Order Entry _'rf]_":a"xr;

Accounts Receivable

o Firo

Inventory Management
— Sales Order Entry —. — .
',[J_ Point of Sale _l"'l;'l_.'i.JJ (i _frj_.ir,{fj ]
Payroll
Job Cost Main Module
Time Sheet Enkry ) )
Check Reconciliation _{C)_‘jj_ﬂ Ir’l--"'_l,"J £}
Repork \Writer
Report \Writer (Run-Time)
Custorner Support Management
System Administrator Security Adminiskrator lpr ] I'.;"'H
POWERSeryer Module -
Run Crystal Reports
Productivity Tools

_fr,)_,jjf}r _P_,r’“f) Farm Generator

POWER Uparade Ltility

Stark Up Fro k
Skark Mew Year's Files

T I T T

Once this option is selected, the following screen will appear showing a listing of all accounting modules that have
been installed on your computer system.

Bl Start Up From Scratch [_ 5] <]

Tools

This option creates data files and configures initial settings for each registered system in the comparny "Infinity
FPOWER Sample Compary" (in1)

Be sure your fiscal wear is set properly before wou begin.

Your currentfiscal vear-end is period 12.

rFegistered Systems:
v Accounts Payahle Systerm not started
¥ Accounts Beceivahle Systerm not started
v  Check Reconcilistion Systern not started
W Customer Service Management Systern not started
v General Ledger Systern not started
IV Imventons Systern not started
W Job Cost Systern not started
¥ Payroll Systern not started
I~ Paoint of Sale Systern not startup - will be started by AR
v PFroductivity Tools System not started
v Furchase Order Entry System not started
¥ Sales Order Entry Systerm not started
[¥ Time SheetEntry Systerm not started
Clear All Invert |

Start | Close |
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This is an automated utility designed to simplify the process of creating all of the data files for each accounting
module throughout the system. Users may choose to “Select All” accounting modules by <clicking> on this button
which will check all modules and make them ready for processing. Otherwise, you may <click> on the “Clear All”
button to undo your selections. The “Invert” button will reserve the order of all current selections.

Additionally, you may use your mouse to manually <click> on each module to <click> it on or off to be included in
the startup process. Remember, modules such as Purchase Order require Accounts Payable to function. Sales Order

Entry requires Accounts Receivable and Time Sheet Entry requires the Payroll data files.

Accounts Receivable share common files which is why it is so noted on the screen.

Point of Sale and

This step must be done for each company for which you intend to process data. To begin, <click> on the “Start”
button. The following screen illustrates how the screen will change when the process is completed.

Wl Start Up From Scratch
Tools

FOWER Sample Carmpary™ (inl).

Your current fiscal year-end is period 12.

Be sure wour fiscal yearis set propetly before you begin.

This option creates data files and configures initial settings for each registered system inthe comparny "Infinity

rRegistered Systems:

Accounts Payable
Accounts Receivable
Check Reconciligtion
Customer Semvice Management
General Ledger
Inventary

Jab Cost

Fayrall

Foint of Sale
Froductivity Tools
Purchase Order Entry
Sales Order Entry
Time Sheet Entry

Gelect Al |

T Y e

System already started
System already started
System already started
System already started
System already started
System already started
Swstem already stared
System already started
System already started
System already started
System already started
Swstem already started
System already started

Clear Al |

[t |

Processing completed

Start |

= E3

<Click> on the “Close” button when done and then return to “Systems” and select the “Payroll” module to
continue with the configuration functions to be described from here.

Once you select this option, the following data files will be created:

File Name

Description

Master Configuration File
(filename: coPRO.dbf)

This file contains your Master Configuration, General Ledger
Accounts, Time Categories, and Integration with other modules.

Employee File This file contains the master payroll information for each of your
(filename: coPR1cy.dbf) employees, such as name, address, personal time balances, tax
status, etc.
Current Pay Data File This file contains current pay data information for the current pay
(filename: coPRB.dbf) cycle.
Chapter 2 Setup and Maintenance
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Transaction File
(filename: coPR2cy.dbf)

This file contains each transaction, or check, entered into the
Payroll system for the fiscal year. This file is used when printing
the Check Register and the Check Register by Employee.

Transaction Detail File
(filename: coPRCcy.dbf where
“cy” represents the last 2 digits
of the current year)

This file contains all of the pay data detail for each transaction
posted to payroll.

Department File
(filename: coPR3cy.dbf)

This file contains the Department information for your company,
such as the department description, overhead factor for allocation
of expenses, and total hours and wages for each period of the
current fiscal year.

Special Pay Types File
(filename: coPR4.dbf)

This file contains the Special Pay Types that you may wish to use
when entering the payroll data for additional earnings, non-cash
earnings, deductions, or additional income tax withholding.

Tax Table File
(filename: coPR5.dbf)

This file contains the Tax Table information to allow the system to
calculate Federal Income Tax, State Income Tax, Local Income
Tax, and the Unemployment Taxes.

Employee Comments File
(filename: coPR6.dbf)

This file contains the employee comments that may be entered to
record special comments or reminders for each employee for
employee review purposes.

Workers' Comp. Class File
(filename: coPR7.dbf)

This file contains the workers' compensation class codes that will
be used to classify each employee's wages and salary for insurance
reporting.

NOTE

Attempting to execute this option after these files have already been set up
will result in a warning message that will not permit you to execute this
option. Once the files are created, press ENTER to return to the menu.

NAVIGATION TOOLS

Within this module there are numerous references to navigation. The following navigation buttons are defined for
reference when used through this chapter.

4 4 > bda| O R @ 2

Function
Selects the first record.

Navigation Button

|

4 Selects the previous record.
., Selects the next record.
N| Selects the last record.
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Navigation Button | Function |
Scroll view. Selects a specific record from a list.

Creates a record.

Modifies the current record.

Deletes the current record.

Creates a record based on the current record.

Maintains notes for this record.

Displays record timestamp information.

e = E ® 7 o 2

SET UP EMPLOYEES

This section discusses the ways to set up, change, delete and copy and import employee information. It also
discusses how to print the Employee Listing which is used to verify all information input into the Employee file.
Each employee must be assigned an employee number. This number may be up to twelve (12) characters
(alpha/numeric). This will enable you to set up your employee's social security number as their employee number, if
you wish.

You may add “notes” to any Employee that may be viewed on the screen for additional information or planning.
This may be done when viewing an inquiry, adding a new employee, changing an existing employee or copying an
employee.

By <clicking> on the Note Pad Button, a screen will appear that will allow you to add or review free-form notes. If
you are adding a new record, navigation is not required. <Click> on the “Create a New Record” button or choose
the “Operation” option from the Menu Bar and then “Add.” A screen will appear with the current data and time.
You will be prompted for a description of fifty (50) characters, which is used as part of the display when selecting to
review existing notes. Each note recorded has up to ten (10) lines of fifty characters each which may be used for
your free-form notes.

Once notes are added to the file, they can be reviewed at any time by accessing the account through an inquiry mode
or a change mode and then <clicking> on the Note Pad Button.

Once this screen is displayed you will have the tool bar navigation options to select the first detail record, select the
next record detail, select the previous record detail, select the last record in the detail list or search through the detail
records. You may then view the notes for this record.

If you have set up User-Definable Fields in either the Windows Character-based or UNIX products, you will be
able to view and change data information in these fields. By <clicking> on the “User Fields” button, you will
access an additional screen of data fields. If you are in an Inquiry Mode, then you will be able to view these fields.
If you are in a Change or Copy Mode, you will be able to modify the information in these fields. You must make
sure that your General Configuration options are set up to allow access to User-Definable Fields.
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Inquiry Mode (PR0400)

This option allows you to review all employee master information such as employee name, mailing address, phone
number, social security number, status, home department, race, gender and default pay information. You may press
the additional information buttons to see the following information:

e Personnel
e Historical
e Tax Table

e Accumulators
e Pay Types

e Direct Deposit
o W2

Navigate to the record you wish to view. You may find a record using the navigation tool bar or <click> on the
“Navigation” option on the Menu Bar and then the appropriate navigation option. Once the employee has appeared
on the screen, you may review the employee information. This information includes the employee name, mailing
address, phone number, social security number, status, home department, and default pay information.

Add Mode (PR0401)

This option allows you to add new employees to your Employee file. The main data entry screen allows you to enter
the employee's name, address, phone, status, base pay information, and department. There are seven (7) buttons on
this screen which allow you to access other data entry screens to input personnel, historical, tax table, accumulating,
special pay type, direct deposit and W2 data.

If you choose to utilize the Direct Deposit Payroll feature, an additional data item will appear on the screen to
define direct deposit information for that employee. For Direct Deposit Payroll features to appear, you must have
an "EFT" type bank account selected in the Payroll Master Configuration and your integration to the Check
Reconciliation module must be turned on.

NOTE

There are four key pieces of data that must be set up for each employee. If
any of these five items are not entered during the addition or editing of an
employee record, the system will warn the user. The first two fields that must
be defined for each employee are the First and Last Name separately entered
under the “W-2" button for use when printing an employees’ W-2 form at the
end of each year. Additionally, you must define both a “Federal” and “State
Tax Table” record for each employee under the “Tax Table” button. Even if
the state that the employee resides in currently has no State Income tax (i.e.
Florida), there are other items, such as the State Unemployment Tax Rate and
the maximum amount, that can be taxed (Unemployment Maximum) and are
also defined by state in these state tax tables. Only one “Federal Table”
(Single or Married) is assigned by employee. Also, the employee’s “normal
hours” must be greater than zero.

When adding a new record, navigation is not required. <Click> on the “Create a New Record” button or choose the
“Operation” option from the Menu Bar and then “Add.” The following is an explanation of each of the data items
set up on an employee.
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Tools Launch Mavigation Operation

‘|‘| ‘ ’ )l|ﬁ| D|%|E|El|@|§| tode;  Inguiry

Workers' Comp Clags:
Emplovee Mumber: IEDN—ms
|2 j Framing Labor

Employes Mame: IEurmers, Charles 5.

—Mailling Address:

Default JCBilRate: | 2) Labor Rate #1

Address: |54zz N. Sheldon Road

Kl | B¢

Status: I 1) Rctive

|npt. 233

Hame Department: IGEN_ LABOR j

Ciky: I'I'a"TlE"Ell

State: IE Zip:|33635

Phone: |s13—395—ss44

265-28-2411

Soc. Sec. Mumber: I

I arjtal Status:

Tax Table... | .-'-‘«ccumulatal...l Fay Types... | Diir. Deposzit... |

=101 %]

W2
Wzer Fields... | Save | LCancel | Cloze |

The following table describes the Maintain Employees screen details:

Employee Number

This is a twelve (12) character (alpha-numeric) field used for the
employee number for this employee. This field is the main sort key on
reporting and search routines.

Employee Name

This is a thirty (30) character field for the name of the employee which
will be displayed on all reports, checks and screens. For instance, if you
had two employees named John Smith Jr. and Mary Jones, the correct
way to enter these names would be:

Smith Jr., John
Jones, Mary

For purposes of printing names on W-2s, <click> on the “W-2"" button
detailed later in this section and you will be prompted to enter the “first
name/middle name” and the “last name” separately. This is the actual
name that will print on your W-2. These W-2 First Name and Last Name
fields in the W-2 section of the employee setup must be entered exactly
as shown on your original Social Security card.

Mailing Address

This data item contains two lines of twenty-five (25) characters each for
the employee's address, fifteen (15) characters for the city, two (2)
characters for the state abbreviation, and ten (10) characters for the zip
code. This address will be printed on the payroll checks and W-2s.

Phone This data item contains the employee's phone number. There are fourteen
(14) characters available, which is enough for the area code and all
parenthesis, spaces, and dashes.

SS. #

This data item contains the employee's social security number. This
number will be printed on the W-2s and most reports and screens.
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Marital Status This data item is a one (1) character field for the marital status of the
employee. This field will not be used for anything but as a display. You
may enter any character, but the letters S or M are recommended. The
system will not stop you from entering any other letter.

There is no validity checking for S or M because the field is not used
internally.

WC Class This data item contains default workers' compensation class for this
employee. This WC Class will automatically be placed in the pay data
entry screen for this employee. You may enter the WC Class or <click>
the Down Arrow (F2 by default) to scroll through the WC Class file to
make your selection.

Default JC Billing Rate Default: 0

This data item contains the default Job Cost Billing Rate for this
employee. If the Job Cost integration is turned off in the Master
Configuration, you will not be allowed to access the item. You may
select one of the available billing rates from the “Pull down™ menu. This
billing rate will be the rate set up in the Project Detail File if the budget
and default information has not already been entered through the Job
Cost Main Module.

Status This data item contains the employee's status with the company. The
default value for a new employee is choice 1) - Active. You may select
one of the available status types from the “Pull down™ menu.

The valid choices are listed below:

1) Active

2) Leave of Absence
3) Resigned (Good)
4) Resigned (Fair)

5) Resigned (Bad)

6) Terminated (Good)
7) Terminated (Fair)
8) Terminated (Bad)
9) Laid Off

Options #3 and greater are implemented in the system for historical
review of the status of the leaving of the employee. You may find this
helpful when making comments on personnel references. All employees
with a status of 3 or greater will be automatically removed from the
employee file when you perform the “Start New Year's File” option.
The status of an employee must be “active” to be processed in any of the
“Enter Transactions” options.

Home Department This data item contains the home department of the employee. If the
department breakdown in the Master Configuration has been turned off,
you will not be allowed access to this item. You may enter the
department number or <click> the Down Arrow (F2 by default) to scroll
through the department file to make your selection. This department will
be the default department that the employee's wages or salary is allocated
to. However, you may change this allocation at the time of entering pay
data.

Page 2-8  Set Up and Maintenance Chapter 2



Payroll User Manual

Compensation Type This data item contains either Hourly or Salary to indicate to the system
if the employee's pay will be hourly or salary. There are no other values
accepted for this item. <Click> on the appropriate compensation type for
this employee.

Pay Cycle This is the pay cycle that will be used when processing the pay data for
this employee. The default will be the value set up in the Master
Configuration. The pay cycle will be used to group similar payrolls and
to correctly calculate the payroll taxes.

The valid pay cycles are:

1) Daily

2) Weekly

3) Bi-Weekly

4) Semi-Monthly

5) Monthly

6) Quarterly

7) Semi-Annually

8) Annually

You may select one of the available pay cycles from the “Pull down”
menu.

Base Rate This data item contains the base hourly or salary pay rate for this
employee. For salary employees, this is the salary for the pay cycle that
this employee is paid. For hourly employees, this is the base hourly rate
for the employee. This hourly rate will be multiplied by the pay factors
set up for the time categories. If you have turned on the feature to “Allow
Override of Pay Rates” in the Master Configuration, you will be
allowed to change this rate when entering pay data for hourly employees.

Normal Hours This data item contains the normal hours worked in one pay cycle. This
will be the default number of hours when entering pay data, however you
will be allowed to change the hours at that time. Salaried employees
cannot have zero (0) hours in this data item. It is important that this field
be defined for hourly as well as salaried employees. It is used for
reporting and posting procedures.

Personnel

<Click> on this button and the system allows you to enter the personnel data on another data entry screen. This
includes birth date, start date, review information, date of last check, comments, and personal time balances. It even
allows you to define whether the Employee is “exempt” from Social Security and/or Medicare taxes. This is
significant for those individuals who may be part of specific unions who are not subject to either taxation or for
those entities that need to utilize the Payroll module outside the United States where Social Security and Medicare
do not apply.
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Il Personnel Information - CON-106 B ] A |
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The following table describes the Personnel Information screen details:

Birth Date This data item contains the date of birth of the employee. This will only be
displayed on the “Detailed Employee Listing” and the “Employee Inquiry.”

Start Date This data item contains the date the employee started with your company. This
will be displayed on the “Detailed Employee Listing,” the “Pay Review
Report” and the “Employee Inquiry.”

End Date This data item contains the date the employee ended employment with your
company. This will be displayed on the “Detailed Employee Listing,” and the
“Employee Inquiry.”

Gemder This data item contains the gender of the employee. This should be “M” for
Male or “F” for female.

Race This data item is a twenty (20) character field to describe the race of the
employee. Some of the standard races are listed below. These examples were
used in the 2000 US Census and should provide a good guideline to employers.

White

Black, African American
American Indian

Asian Indian

Chinese

Japanese

Korean

Vietnamese

Native Hawaiian
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Date of Last Review This data item contains the date the last time the employee had a pay review.
This will be displayed on the “Detailed Employee Listing,” the “Employee Pay
Review Reminder” report, and the “Employee Inquiry.”

Rate Prior to Review This data item contains the employee's base rate prior to the last time the
employee had a pay rate change. This will be displayed on the *“Detailed
Employee Listing,” the “Employee Pay Review Reminder” report, and the
“Employee Inquiry.”

Date of Next Review This data item contains the scheduled date of the employee's next pay review.
This will be displayed on the “Detailed Employee Listing,” the “Employee Pay
Review Reminder” report, the “Employee Pay Review” form, and the
“Employee Inquiry.” The “Employee Pay Review Reminder” and “Employee
Pay Review” will use this date to select those employees to print and as a sort
key.

Date of Last Check This data item contains the date of the last pay check the employee received.
The system will automatically update this item as the pay checks are written.

Comments This data item contains one line of fifty (50) characters for any comments you
would like to enter for this employee. This will be displayed on the “Employee
Inquiry,” the “Detailed Employee Listing,” and the “Employee Pay Review
Reminder.”

Personal Time Balances | This allows you to define the number of hours the employee has accrued for
personal time. These five personal times are the last five categories set up in the
Time Categories in the Master Configuration. Once these balances have been
initially defined, the “Record Accrued Personal Time” option in the Enter
Transactions menu can be used to modify these balances whenever necessary.

The balances in these fields will be reduced by the hours entered in the
paycheck entry options in Enter Transactions. For example, if an employee has
40 accrued hours of sick time specified and a paycheck is entered for 72 hours
of regular and 8 hours of sick time, the Personal Time Balance for Sick Time
will be reduced to 32 hours. If there are zero hours of accrued Personal Time
Balances, the system will negatively increment the total number of hours
specified for that personal time. <Click> the “Save” button to validate this
screen and return to the main employee data entry screen.

Minimum Wage This field allows the override of the master configuration’s minimum wage
Override value. This provides the ability to specify on an employee by employee basis
what their minimum wage should be. If the employee’s minimum wage is set to
zero, then the system will use the master configuration value.

Exempt Social Security | This data item allows you to specify whether this employee is subject to U.S.
Federal Social Security taxes or not. If they are exempt due to the fact that they
are a member of a specific union or are a foreign company utilizing the Payroll
module outside of the United States, then <click> this option on and no Social
Security taxes (FICA) will be calculated for this employee and/or employer.

Exempt Medicare This data item allows you to specify whether this employee is subject to U.S.
Federal Medicare taxes or not. If they are exempt due to the fact that they are a
member of a specific union or are a foreign company utilizing the Payroll
module outside of the United States, then <click> this option on and no
Medicare taxes (Mediwages) will be calculated for this employee and/or
employer.
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Historical

<Click> on this button, and the system allows you to enter the historical data on another data entry screen. For each
data item, you may enter the Taxable Amount and the Tax Amount on a month by month basis for the calendar year.
The twelve categories are defined below.

The following is an explanation of each of the data items on this screen:

NOTE
Only those categories that are set up on an employee’s Tax Table Data
Information will be show on the historical data screen.

The following is an explanation of each of the data items on this screen:

Federal Income This data item contains the monthly period figures for gross taxable
wages and the FIT tax amount. This is the amount of the employee's
wages subject to federal income tax (also referred to as FIT wages). The
total of all twelve periods will be reported on the employee's W-2 as
Gross Wages.

FICA This data item contains the monthly period figures for Social Security
wages and the Social Security tax amount. This is the amount of the
employee's wages subject to Social Security tax. The total of all twelve
periods will be reported on the employee's W-2 as Social Security
Wages. The total Social Security tax amount will be reported on the
employee's W-2 as the Social Security tax amount.

Medicare This data item contains the monthly period figures for Medicare wages
and the Medicare tax amount. This is the amount of the employee's
wages subject to Medicare tax. The total of all twelve periods will be
reported on the employee's W-2 as Medicare Wages. The total Medicare
tax amount will be reported on the employee's W-2 as the Medicare tax
amount.

State 1 Income This data item contains the monthly period figures for State 1 Wages
and the State 1 Income Tax Withheld. The total of all twelve periods
totaled will be on the employee’s W-2 as State 1 Wages and the State 1
Income Tax Withheld.

State 2 Income This data item contains the monthly period figures for State 2 Wages
and the State 2 Income Tax Withheld. The total of all twelve periods
totaled will be on the employee’s W-2 as State 2 Wages and the State 2
Income Tax Withheld.

Local 1 Income This data item contains the monthly period figures for local wages and
local income tax. This is the amount of local income tax that was
withheld from the employee's pay checks. The monthly periods will be
combined with the Local 2 Income Tax Amount and reported on the
employee's W-2 as Local Income Tax Withheld.

Local 2 Income This data item contains the monthly period figures for additional local
wages and local income tax. This is the amount of local income tax that
was withheld from the employee's pay checks. The monthly periods will
be combined with the Local 1 Income Tax Amount and reported on the
employee's W-2 as Local Income Tax Withheld.

FUTA (Federal This data item contains the monthly period figures for taxable amount of
Unemployment Tax) wages for Federal Unemployment Tax calculations.
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SUTA 1 (State This data item contains the monthly period figures for taxable amount of
Unemployment Tax for wages for State Unemployment Tax calculations.

State 1)

SUTA 2 (State This data item contains the monthly period figures for taxable amount of
Unemployment Tax for wages for State Unemployment Tax calculations.

State 2)

Direct Deposit This data item contains the monthly period figures for future use.
Weeks Worked This data item contains the monthly period figures for number of weeks

worked. This is the actual number of weeks for each pay cycle in which
the employee was paid. The figures will be reported on the pay
summaries and unemployment reports. Press ENTER to validate this
screen and return to the main employee data entry screen.

<Click> on the "Save" button to validate this screen and return to the
main employee data entry screen.

Tax Table

<Click> on this button, and the system allows you to enter the tax table data on another data entry screen. This
includes the tax table number, primary and secondary exemptions, and additional annual exemption amounts for five
tax tables. The following is an explanation of each of the data items on this screen:

FIT Table This data item contains the tax table that you want the system to use to
calculate the federal income tax for this employee.

SIT Table This data item contains the primary tax table that you want the system to
use to calculate the state income tax for this employee. Some states
require a two step process to complete the calculation of the state income
tax. If this is the case, you may use the Add. SIT table for the secondary
calculation. You must set up at least one state tax table for each
employee for the system to be able to calculate the State Unemployment
taxes (even though there may not actually be any state tax).

Add. SIT This data item contains the Additional SIT or secondary tax table that
you want the system to use to calculate the state income tax for this
employee.

LIT Table This data item contains the primary tax table that you want the system to

use to calculate the local income tax for this employee. Some local areas
require a two step process to complete the calculation of the local income
tax. If this is the case, you may use the Add. LIT table for the secondary
calculation.

Add LIT This data item contains the Additional LIT or secondary tax table that
you want the system to use to calculate the local income tax for this
employee. Each data item includes the tax table number, primary and
secondary exemptions, and additional annual exemption amounts for five

tax tables.
Tax Table Number This is the number of the tax table specified for this data item.
Primary Exemption This field contains the number of primary exemption claimed by the

employee for the specified tax table. When tax calculations are
performed, the system will reduce the employee's taxable wage base by
the result of the Primary Exemption Amount in the tax table times this
number. If the primary exemption is set to 99, the system will skip the
tax calculation for this table.
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Secondary Exemption

This field contains the number of secondary exemption claimed by the
employee for the specified tax table. When tax calculations are
performed, the system will reduce the employee's taxable wage base by
the result of the Secondary Exemption Amount in the tax table times
this number.

Additional Exemption
Amount

This field contains any additional exemption dollar amount that will
reduce the employee's taxable wages base. This dollar amount must be
expressed as an annualized figure.

NOTE: This is not the data item that is used for Additional FIT. In order
for the system to calculate Additional FIT, you must use a special pay
type. Refer to the “Set Up Special Pay Type” section in this chapter for
more information. To handle additional state and local tax, a separate tax
table must be used.

<Click> the “Save” button to validate this screen and return to the main
employee data entry screen.

Accumulator

<Click> on this button, and the system allows you to enter the
accumulating data on another data entry screen. Accumulators are those
“Special Pay Types” for which you would like the system to track the on
a period by period basis. You can allocate up to two hundred (200)
accumulators foe each employee. The Special Pay Types that you define
on a pay check will automatically create these accumulators in the
employees file on the fly when the checks are printed. Reports can be run
monthly, quarter-to-date or year-to-date.

For each accumulator to be defined, enter the special pay type number or
<click> the Down Arrow (F2 by default) to scroll through the Special
Pay Type file to make your selection. Once the special pay type is
selected, the system will display the pay type description and then allow
you to enter monthly figures.

The accumulating data for these Special Pay Types can be printed
through several reports. These accumulators are excellent tools for
tracking deductions such as insurance, pension benefits, etc. When you
have set up the necessary accumulators for this employee, <click> on the
"'Save"" button to validate this screen and return to the main employee
data entry screen.

<Click> on this button, and the system allows you to enter the special pay type data on another data entry screen.
You may set up twenty (20) special pay types per employee. These must be set up in the Special Pay Type file.
These special pay types may also be changed while entering the employee's pay data. All Special Pay Type
information that is defined on a pay check will automatically create accumulators that store the period-by-period
information for that employee.

For each special pay type that you want to set up, you may enter the special pay type number or <click> the Down
Arrow (F2 by default) to scroll through the Special Pay Type file to make your selection. Once the special pay type
is selected, the system will display the pay type description and then allow you to enter the following information:
Once the special pay type is selected, the system will display the pay type description and then allow you to enter

the following information:
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wc This field allows you to classify whether certain earnings (such as
bonuses, commissions, etc.) should be used in calculating the Workers'
Compensation (WC) liabilities. <Clicking> "on" the checkbox for this
field will update the default WC class for the employee. To use this
option, there must be a WC class set up in the employee's master record.

Perm This field indicates to the system whether or not the special pay type is
permanent. If the special pay type is permanent, <click> on this
checkbox and this pay type will remain in the employee's pay data until
manually removed. If the special pay type is temporary, leave this
checkbox blank and the system will remove this pay type when the
option to “Print Checks” is executed. If you will be utilizing the “Max
Per Check” or the “Max Per Year” fields, this option must be set to
(Y)es.

Recursions This field contains a number (0 - 999) which indicates to the system how
many recurrences this special pay type will have. This will only be used
if the pay type is NOT permanent. When the option to “Print Checks” is
selected, the system will reduce this number by one until it reaches 0, at
which time it will be removed. This is a special feature which gives you
the ability to, for example, deduct an amount from an employee's check
for a specified number of pay cycles to repay a loan or advance. This is
very significant for those companies dealing in deferred compensation
plans such as 401K plans where there may be a cap on the amount of
money that can be contributed to the plan. Keep in mind that this feature
stays with the employee across fiscal years so loans and other deductions
can be tracked until they reach a zero balance. Further, if the last
remaining balance for the last period is less than the amount set up in this
option, only the remaining balance will be deducted to complete the
cycle to zero.

NOTE: This is the number of times this special pay type is to occur in
addition to this pay cycle. So if this pay type is only for this pay cycle
(one time only), you would indicate a 0 in the number of recurrences. If
you would like this special pay type to occur two times, you would
indicate a one in the number of recurrences field.

Type

This field allows you to select from three options which allow you to specify calculations for each special pay type
added on this screen. If you <click> on the “Pull Down” the following choices appear:

1) Fixed This calculation method is the most basic. Choose “fixed” so that you
may directly specify the amount to be “added” or “deducted” for this
special pay type. You will enter the amount in the following field
“Amount.”

2) Pet. This method allows you to enter a percentage number in the following
field “Amount” and specifies to the system to calculate the percentage
entered against the total Gross Earnings for the pay cycle. This
calculated amount will then automatically either be “added” or
“deducted” for this special pay type.
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3) $/Hr. This method allows you to enter a dollar amount in the following field
“Amount” and specifies to the system to calculate the total number of
hours allocated during each pay cycle times the dollar amount entered.
This calculated amount will then automatically either be “added” or
“deducted” for this special pay type. This method is very useful in the
calculation of dues for various types of organizations such as unions.

Amount This field contains the actual amount of the special pay type. This will be
the amount of the deduction, extra earning, additional FIT, etc. If you
have specified either Type 2 or 3 from the previous field “Type,” you
will be able to enter either a percentage number (e.g., 2%) or an amount
to be used in a calculation based on total number of hours worked per
pay cycle respectively.

If you entered Type 1, all that is required is to enter the actual net dollar
amount for each special pay type. You will be allowed to change, or
remove, the amounts at the time the pay data is entered for the employee.

Max Per Check This field contains the maximum amount to be automatically calculated
for any one check for this employee. When the Special Pay Type amount
is calculated for a check, it is checked against this amount and will only
calculate an amount up to this amount. Although this is an automatic
calculation, it may be overridden at the time the pay data information is
entered.

Max Per Year This field contains the maximum amount for the year. This field will take
the year-to-date accumulated and checks to make sure that the amount
calculated for any given check plus this accumulated amount is over this
maximum per year amount. Although this is an automatic calculation, it
may be overridden at the time the pay data information is entered.

Remaining Balance This field keeps a running total that is decremented with each check
written and will not allow any automatic calculation to be more than the
remaining balance. Although this is an automatic calculation, it may be
overridden at the time the pay data information is entered.

When you have set up the necessary special pay types for this employee,
<click> on the “Save” button to validate this screen and return to the
main employee data entry screen.

Direct Deposit If you have integration with the Infinity POWER Check Reconciliation
module turned on, you will have access to this option. Otherwise, the
system will skip this option. <Click> on this button, and the system
allows you to define Payroll Direct Deposit information regarding the
Bank Account Numbers, Routing Numbers and dollar amounts to
deposit.

You may set up to four (4) Direct Deposit accounts per employee. The
system will display the input screen and then allow you to enter the
following information.

Account # This field contains the employee's bank account number to which a
portion or total amount of his paycheck will be deposited to. It is very
important that the entry of the account number is exact. When you
<click> on the checkbox to “Generate Prenote” it will create a batch
record in the EFT Batch File in the Check Reconciliation module. This
prenote information will be sent when the next batch is processed and
transmitted electronically (via modem). The EFT Company will be
verifying that this account number is correct.
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Route# This field contains the employee's bank account routing number which
corresponds to the “Account #” field. It is very important that the entry
of the routing number is exact. When you <click> on the checkbox to
“Generate Prenote” it will create a batch record in the EFT Batch File
in the Check Reconciliation module. This prenote information will be
sent when the next batch is processed and transmitted electronically (via
modem). The EFT Company will be verifying that this account number is
correct.

This is a nine (9) character field in which to enter the routing number for
your bank account. The nine character format will verify that it meets
with the United States requirements and performs a validation check
when a nine digit number is entered into this field. You may also enter a
six (6) digit number into this field for use in the United Kingdom and
other countries. However, when a six digit number is entered into this
field, no validation of what is being entered is being done by the system.

Account Type This field is a Checking or Saving question to define whether the account
number that will be used to deposit the money is a checking account or a
savings account.

Active This field allows you to indicate whether this employee's account is
“active” in the Direct Deposit Payroll. <Clicking> “on” the checkbox
for this field will allow the Direct Deposit information for this employee
to take effect upon the next payroll cycle.

Amount Type This field allows you to select from three options which allow you to
specify calculations for each deposit amount added on this screen. If you
<click> on this field, a small “Pull Down” window will appear with the
following choices:

1) Fixed

2) Pct.

3) Remain

Fixed This calculation method is the most basic. Choose “fixed” so that you
may directly specify the amount to be “deposited” in this account. You
will enter the amount in the following field “Amount.” This method
allows you to enter a percentage number in the following field
“Amount” and specifies to the system to calculate the percentage
entered against the total Gross Earnings for the pay cycle. This
calculated amount will be automatically “deposited” in this account. The
amount that is calculated will be shown on either the “Preliminary
Check Summary” or the “Final Check Summary.”

Remain - This method allows you to define that the remaining amount
that is left from the employee's pay check (due to other distributions)
will be automatically “deposited” in this account.

You cannot enter any amount in the “Amount” field, for the system
automatically calculates the amount remaining. The amount that is
calculated will be shown on either the “Preliminary Check Summary”
or the “Final Check Summary.” If the “Remain” type is utilized, there
should not be any other accounts defined after that line item as there will
be no funds available.
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Amount This field contains the actual amount of the deposit to this account. If you
have entered Type 1, all that is required is to enter the actual net dollar
amount to be “deposited” in that account. If you have specified Type 2
from the previous field “Type,” you will be able to enter a percentage
number (e.g., 2%0).

If at this point, you have entered a Type 1 and/or a Type 2 and you have
not completely distributed the net check amount, a normal paycheck will
print with the remaining amount. Otherwise, you have the option to
deposit the “Remain” amount to an account with a Type 3. If you have
specified Type 3 from the previous field “Type,” you will be able to
define that the remaining amount of the net check will be “deposited” to
this account.

When you have set up the necessary Direct Deposit Account

Information for this employee, <click> on the "*Save'" button to validate
this screen and return to the main employee data entry screen.

W-2

This data item allows you to define certain types of employees for W-2 printing. The system will display a window
and allow you to specify which items in the designated box the W-2 form should be checked for this employee.
These tax rules tend to change from year to year, so you must consult the current year's tax guide to verify if any of
these questions apply to a particular employee.

NOTE
If an employee is not entered in the W-2 screen, their employee data will not
print on the actual W-2 form.

I V-2 Information - CON-106 I =] |

Tools  Launch

Theze temz will determing which boxes on the -2 farm in box 15 will be checked for thiz
emplovee. Please refer to the RS instruction quides to werify if this employee qualifies as one
ar mare of the following. .

Statutary Employes:

. i - |[Charles 5.
Penzion Plan: Eirst Name: I

=
=

Deferred Comp. Plan [ Lazt Mame: ICDn‘ﬂErS

2rd Party Sick Pay: v

Save Cancel

The following table describes the details of this screen:

Considered a Statutory <Click> "on'" the checkbox for employees whose earnings are subject to
Employee Social Security but NOT subject to Federal Income Tax withholding.
(See Circular E for more information on statutory employees).

Participantina <Click> “on” the checkbox for employees who were actively
Retirement Pension Plan | participating (for any part of the year) in a retirement plan (including a
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simplified employee pension (SEP) plan) maintained by you. See IRS
Notice 87-16 published in Internal Revenue Bulletin 1987-5, dated
February 2, 1987, for definition of an active participant.

Contributed to Deferred | <cljck> "on"" the checkbox if you made contributions on behalf of the
Comp. Plan employee to a section 401(k), 403(b), 408(k)(6), 457, or 501(c)(18)(D)
retirement plan. When you have defined the necessary W-2 Status for
this employee, press END to jump to the validation line and the ENTER
to validate this screen.

Third Party Sick Pay <Click> "on"" the checkbox if you have an employee who has received
third party sick pay compensation during the year.

First Name This is the first name that will print on your W-2 or used in the Magnetic
Media Reporting options. The combination of the First Name and the
Last Name fields in this section must be entered exactly as shown on
your original Social Security Card. You may enter your First Name
and/or Middle Name/Initial into this field.

Last Name This is the last name that will print on your W-2 or used in the Magnetic
Media Reporting options. The combination of the First Name and the
Last Name fields in this section must be entered exactly as shown on
your original Social Security Card. DO NOT ENTER ANYTHING
OTHER THAN YOUR LAST NAME INTO THIS FIELD! Do not
include any Jr., Sr., I11, or other trailing titles as part of your last name.

<Click> the ""Save™ button to validate the employee information that is being added.
To save all information entered for this employee, <click> on the “Save” button on the main employee entry screen.
Results:

coPR1cy.dbf - Employee File
- All Employee Information set up

Change Mode (PR0402)

This option allows you to change information on an existing employee. If you have made any mistakes during this
set up process, you may change any information you have already entered.

First, you must navigate to the record you wish to change. You may find a record using the navigation tool bar or
<click> on the “Navigation” option on the Menu Bar and then the appropriate navigation option. If you are
changing a record, <click> on the “Modify the Current Record” button or choose the “Operation” option from the
Menu Bar and then “Change.” Make the changes required and <click> on the “Save” button to save your changes
or <click> on the “Cancel” button to cancel the changes made.

Results:

coPR1cy.dbf - Employee File
- All Employee Information updated

Delete Mode (PR0403)

This option allows you to delete an existing employee. Do NOT delete an employee which has had pay information
in the current year. This will cause governmental reporting, such as W-2 and quarterly reports to be incorrect.

This option allows you to delete employees that you may have entered by mistake, or you no longer want. First, you
must navigate to the record you wish to delete. You may find a record using the navigation tool bar or <click> on
the “Navigation” option on the Menu Bar and then the appropriate navigation option. This option allows you to
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delete sales codes that you may have entered by mistake, or you no longer want. <Click> on the “Delete the Current
Record” button or choose the “Operation” option from the Menu Bar and then “Delete.” This will place you into
the “Delete” mode, then <click> on “Save” to validate your deletion of this record.

Make sure this is what you want to do, because once an employee is deleted, it can not be retrieved again.

NOTE

You should not normally use this option to delete employees that are no
longer with your company. The system will automatically remove terminated
employees, based on their status, when you perform the “Start New Year's
Files” option. You may change an employee's status by executing the
“Change an Employee” option. This will insure that all information is
available to print the W-2 forms for employees having worked in the current
year.

Results:

coPR1cy.dbf - Employee File
- Employee Information is marked for deletion

Copy Mode (PR0404)

This option allows you to create a new employee by copying the information from an existing one. This option is
very useful when setting up similar employees or renumbering employees.

Using this option, the system provides a quick method of setting up employees that are very similar. First, you must
navigate to the record you wish to copy from. You may find a record using the navigation tool bar or <click> on the
“Navigation” option on the Menu Bar and then the appropriate navigation option. <Click> on the “Create a Record
Based on the Current Record” button or choose the “Operation” option from the Menu Bar and then “Copy.”

You will notice all the information, except for the employee number, will be copied to a new record. Enter the new
employee number for this record. At this point you may choose to edit any of the information or <click> on the
“Save” button to validate, which will then add it to the file.

Results:

coPR1cy.dbf - Employee File
- All Employee Information set up

IMPORT EMPLOYEES (PR0601)

The File Import options allow you to bring information into the appropriate modules from text, or ASCII files. Word
processors, spreadsheets, databases, or many other types of programs may create these text files. This option is
designed to allow you to import Employees directly into the Payroll module.

When you select the option to “Import Employees,” a new screen will appear. At this point, you may choose to print
the standard map file or create a map file on the hard drive to modify. To print the map file, <click> on the “Print
Map” button. This will print out the format in which this option is looking for information to be organized in. To
create a map file in the program directory, <click> on the “Create Map” button. If the import file is a comma
delimited file, the data can be variable length. If the import file is a fixed length ASCII file, it must have a logical
record length of 389 bytes. Both types of files must have the following field lengths.

Description Type Position | Length
Action # CHAR 1 1
Employee # STRING 2 12
Name STRING 14 30
Addr. 1 STRING 44 25
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Description Type Position | Length
Addr. 2 STRING 69 25
City STRING 94 15
State STRING 109 2
Zip STRING 111 10
Phone STRING 121 14
SS# STRING 135 12
Marital Status STRING 147 1
Active Status CHAR 148 1
Comments STRING 149 50
Home Dept. STRING 199 10
Default WC Code STRING 199 10
Type (H=72, 5=83) CHAR 213 3
Cycle (1-8) CHAR 216 1
Normal Hours FLOAT 217 10
Pay Rate FLOAT 227 10
Previous Pay Rate FLOAT 237 10
FIT Table STRING 247 5
SIT Table #1 STRING 252 5
SIT Table #2 STRING 257 5
LIT Table #1 STRING 262 5
LIT Table #2 STRING 267 5
FIT Prim. Ex. CHAR 272 2
SIT #1 Prim. Ex. CHAR 274 2
SIT #2 Prim. Ex. CHAR 276 2
LIT #1 Prim. Ex. CHAR 278 2
LIT #2 Prim. Ex. CHAR 280 2
FIT Sec. Ex CHAR 282 2
SIT #1 Sec. Ex. CHAR 284 2
SIT #2 Sec. Ex. CHAR 286 2
LIT #2 Sec. Ex. CHAR 288 2
LIT #2 Sec. Ex. CHAR 290 2
FIT #1 Add. Ex. FLOAT 292 10
SIT #1 Add. Ex. FLOAT 302 10
SIT #2 Add. Ex. FLOAT 312 10
LIT #1 Add. Ex. FLOAT 322 10
Chapter 2
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Tax Table Listing (Non-Detailed)
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Infinity POWER Sample Company, Inc.

Tax Table Listing

Number Description

CTF-1
CTF-2
CTF-3
DC-MS
DC-SM
DE-MJ
DE-MS
DE-S
FED-M
FED-S
FL
GA-H
GA-MS
GA-S
GAMJB
GAMJO
HI-M
HI-S
I1A-1
IA-2
ID-M
ID-S

IL

IN
IN-01
IN-02
IN-03
IN-04
IN-05
IN-06
IN-07
IN-08
IN-08
IN-10
IN-11
IN-12
IN-13
IN-14
IN-15
IN-16
IN-17
IN-18
IN-19
IN-20
IN-21
IN-22
IN-23
IN-24
IN-25
IN-26
IN-27

Page 4-70

CT - "F" <$22,300 05
CT -"F" >$22,300 05
CT - "F" >$52,500 05
DC-M SEPART 2003
DC-SNGL/M-JNT 2003
DE - MAR'D/JNT 2005
DE - MAR'D/SEP 2005
DE - SINGLE 2005
FIT - MARRIED 2005
FIT - SINGLE 2005
FLORIDA - ALL 2005
GA-HEAD HOUSE 2005
GA-MARRD SEP 2005
GA-SINGLE 2005
GA-MRD/JINT/BW 2005
GA-MRD/JNT/O W 2005
HAWAII-MARRIED 2005
HAWAII- SINGLE 2005
IOWA-0 & 1 DED. 2005
IOWA-2 DED. 2005
IDAHO-M [0] 2005
IDAHO-S [0] 2005
ILLINOIS - ALL 2005
INDIANA STATE - 2005
IN County .00175 05

IN County .0025 05

IN County .0032 05

IN County .00375 05

IN County .004 2005

IN County .0041 2005
IN County .0045 2005
IN County .00475 05

IN County .005 2005

IN County .0055 2005
IN County .00575 05

IN County .005S 2005
IN County .006 2005

IN County .0062 2005
IN County .00625 05

IN County .0065 2005
IN County .00674 05

IN County .0068 2005
IN County .007 2005

IN County .0075 2005
IN County .008 2005

IN County .009 2005

IN County .0095 2005
IN County .01 2005

IN County .0104 2005
IN County .0107 2005
IN County .01124 05

Print Reports

(4)

Page 2
04/28/2006
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Number

IN-28
IN-29
IN-30
IN-31
IN-32
IN-33
IN-34
IN-35
IN/A
IN/B
KS-M
KS-8
KY

LA
LA-1
LA-2
MA-1
MA-A
MA-B
MD
MD125
MD179
MD225
MD245
MD256
MD260
MD262
MD263
MD265
MD280
MD283
MD285
MD280
MD283
MD296
MD300
MD305
MD306
MD310
MD315
MD320

Infinity POWER Sample Company, Inc.
Tax Table Listing

Description

IN County .0115 2005

IN County .012 2005

IN County .0125 2005

IN County .0135 2005

IN County .0137 2005

IN County .0143 2005

IN County .0145 2005

IN County .015 2005

IN Obsolete Table 02

IN Obsolete Table 02
KANSAS-MARR'D 2005
KANSAS SINGLE 2005
KENTUCKY - ALL 2005
LA Obsolete 2005
LOUISIANA 1 DED 2005
LOUISIANA >1DED 2005
MASS. 1 DED>26144 05
MASS. Obsolete Table
MASS.>1 DED<26144 05
MD-Obsolete Table

MD LOCAL 1.25% 2005
MD Obsolete Table

MD LOCAL 2.25% 2005
MD Obsolete Table

MD LOCAL 2.56% 2005
MD Obsolete Table

MD LOCAL 2.62% 2005
MD LOCAL 2.63% 2005
MD LOCAL 2.65% 2005
MD LOCAL 2.80% 2005
MD LOCAL 2.83% 2005
MD LOCAL 2.85% 2005
MD LOCAL 2.90% 2005
MD LOCAL 2.93% 2005
MD LOCAL 2.96% 2005
OBSOLETE TABLE

MD LOCAL 3.05% 2005
MD LOCAL 3.06% 2005
MD LOCAL 3.10% 2005
MD LOCAL 3.15% 2005
MD LOCAL 3.20% 2005

MDDWN MD/DEL NORMAL 2005

MDNON MD/NON-RESIDENT 2005

ME-M
ME-O
ME-S
Ml

MN-M
MN-S
MO-H
MO-M

Chapter 4

MAINE - MARRIED 2005
MAINE - OPTIONAL '05
MAINE - SINGLE 2005
MICHIGAN - ALL 2005
MINNESOTA-M 2005
MINNESOTA-S 2005
MO - HEADI[0] 2005

MO - MARRIED[0] 2005

Payroll User Manual
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Infinity POWER Sample Company, Inc.

Tax Table Listing

Number Description

MO-S
MS-B
MS-H
MS-M
MS-38
MT-M
MT-S
NC-H
NC-H2
NC-M
NC-M2
NC-8
NC-S2
ND-M
ND-S
NE-M
NE-S
NH-A
NJ-A
NJ-B
NJ-C
NJ-D
NJ-E
NM-M
NM-S
NV-A
NY-M
NY-S
NYC-M
NYC-N
NYC-S
NYY-M
NYY-N
NYY-S
OHIO
OK-A
OK-M
OK-OM
OK-8
OR-M
OR-8
PA
PR-MS
PR-O
RI-M
RI-S
SC
SC-1
SD-A
TN

X

Page 4-72

MO - SINGLE[0] 2005
MISSISSIPPI - B 2005
MISSISSIPPI - H 2005
MISSISSIPPI - M 2005
MISSISSIPPI - S 2005
MONTANA MARRD [0] 05
MONTANA-SIN [0] 2005
NC-HEAD <$80,000 05
NC-HEAD >$80,000 05
NC-MAR'D <$50,000 05
NC-MAR'D >$50,000 05
NC-SNGLE <$60,000 05
NC-SNGLE >$60,000 05
N DAKOTA-MARRIED 05
N DAKOTA-SIN/H-H 05
NEB - MARRIED 2005
NEB - SINGLE 2005
NEW HAMPSHIRE - 2005
NJ -"A"(8) 2005

NJ -"B" (M) 2005

NJ -"C" 2005

NJ -"D" 2005

NJ -"E" 2005

NEW MEXICO-M 2005
NEW MEXICO-S 2005
NEVADA - ALL 2005
NY-STATE Married 05
NY-STATE Single 2005
NY CITY-MARRIED 2005
NY CITY-NONRES 2005
NY CITY-SINGLE 2005
NY YKRS-MARRIED 2005
NY YKRS-NONRES 2005
NY YKRS-SINGLE 2005
OHIO - ALL 2005
OKLAHOMA-ADDL 2005
OKLAHOMA-M [0] 2005
OKLAHOMA-O/M[0] 2005
OKLAHOMA-S [0] 2005
OREGON - MARRIED '05
OREGON - SINGLE 2005
PENNSYLVANIA - 2005
PR - MAR'D/SEP 2004
PR -OTHERS 2004

Rl - MARRIED 2003

Rl - SINGLE 2005

SC - 0 EXEMPT. 2005
SC -1 OR MORE 2005
SOUTH DAKOTA - 2005
TENNESSEE ALL 2005
TEXAS-ALL 2005

Print Reports
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Infinity POWER Sample Company, Inc.

Tax Table Listing

Number Description

UT-M
UT-S
VA
VA-M
VA-8
VT-M
VT-S
WA
WA-1
WA-2
WI-A
WI-M
WI-S
WV-A
WV-0O
wy

UTAH - MARRIED 2004
UTAH - SINGLE 2004
VA Obsolete Table

VA Married 2005

VA Single 2005
VERMONT - MAR'D 2005
VERMONT - SNG'L 2005
WASHINGTON-ALL 2005
WASHINGTON 1-18 2005
WASHINGTON OTHR 2005
WISCONSIN-ALT 2005
WISCONSIN-M 2005
WISCONSIN-S 2005
W. VIRGINIA-ALL 2003
W. VIRGINIA-OPT 2003
WYOMING - ALL 2005

* Number of records printed: 220
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Tax Table Listing (Detailed)

Infinity FOWER Sample Company, Inc.
Tax Table Listing

Detailed
MNumber Description GL Accrual Adj. Base By: feu Unemployment Tax ----
Primary Examption Secondary Exemption FIT FICASIT Type Tax Rate GL Exp
FED-M FIT - MARRIED 2005 23200 NN M 1 $7,000.00 0.80% 75200
$3,200.00 $3,200.00
Tax Table: Qver... But Mot Over. .. Tax Amount Plus % of Excess Over...
1) $8,000.00 $22,600.00 $0.00 10,0000 % $8,000.00
2) $22,600.00 $66,200.00 $1,460.00 15.0000 % $22,600.00
3) $66,200.00 $120,750.00 $8,000.00 250000 % $66,200.00
4) §120,750.00 $1£9,600.00 $21,637.50 28,0000 % $120,750.00
5) $189,600.00 $333,250.00 $40,915.50 33.0000 % $139,600.00
&) $333,250.00 $0.00 $88,320.00 35.0000 % $333,250.00
FED-S FIT-SINGLE 2005 23200 N N 1 $7,000.00 0.80% 75200
$3,200.00 $3,200.00
Tax Table: Qver... But Mot Over... Tax Amount Plus % of Excess Over...
1) $2,650.00 $9,800.00 $0.00 10,0000 % $2,650.00
) $9,800.00 $31,500.00 $715.00 15.0000 % $9,800.00
3) $31,500.00 $69,750.00 $3,970.00 250000 % $31,500.00
4) $69,750.00 $151,950.00 $13,532.50 28.0000 % $69,750.00
5) $151,950.00 $328,250.00 $36.548.50 33.0000 % $151,950.00
B) $328,250.00 $0.00 $94,727.50 35.0000 % $328,250.00
FL FLORIDA - ALL 2005 25400 M N 1 $7,000.00 2.70% 75200
$0.00
Tax Table: Qver... But Mot Over. .. Tax Amount Plus % of Excess Over...
1) $0.00 $0.00 $0.00 0.0000 % $0.00

* Mumber of records printed: 3

Page 4-74
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GL Accrual

23500

23500

23600

Fage 1
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Workers’ Compensation Classes Listing (PR0223)

This option provides a summarized or detailed listing of all of your Workers' Compensation Class information. The
non-detailed version of this report contains a brief list of WC Classes with the WC Class number, description,
predefined pay rate, insurance rate, and insurance maximum. The detailed version of this report contains the
information specific to each WC Class. You may specify a range of WC Classes to print on the report. The detail
report is especially beneficial for verifying input after initial set up and for archival purposes.

Field Names:

- WC Class Number

- Description

- Pay Rate

- Insurance Rate

- Insurance Maximum

- Regular Pay

- Overtime Pay

- Regular Portion of Overtime Pay

Chapter 4 Print Reports  Page 4-75
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Workers' Compensation Classes Listing (Non-Detailed)

Number Description

O Wh—=

* Number of records printed: 6

Page 4-76

Concrete Labor
Framing Labor
Roofing Labor
Plumbing Labor
Electric Labor
General

Print Reports

Infinity POWER Sample Company, Inc.

Workers' Comp. Class Listing

Pay Rate

$11.00
$13.25
$12.75
$14.45
$15.25

$0.00

Reg RegOT
Reg RegOT
Reg RegOT
Reg RegOT
Reg RegOT
Reg RegOT

Ins. Rate

3.0000 %
2.5000 %
5.7500 %
3.7500 %
4.7500 %
0.1000 %

Page 1
(4) 04/28/2006

Ins. Max

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
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Workers' Compensation Classes Listing (Detailed)

MNumber Description

Concrete Labor
Framing Labor
Rooling Labor
Flumbing Labor
Electric Labor

[T T A R -

General

* Mumber of records printed: &

Chapter 4

Pay Rate

$11.00
§13.28
$12.75
$14.45
$15.25

$0.00

Infinity FOWER Sample Company, Inc.

Calc Type

Reg RegOT
RegRegOT
RegRegOT
Reg RegOT
Reg RegOT
Reg RegOT

Ins. Rate

3.0000 %
25000 %
57500 %
37600 %
4.7500 %
0.1000 %

‘Workers' Comp. Class Listing
Detailed

Ins. Max

$0.00
$0.00
50.00
$0.00
$0.00
$0.00

Regular Pay

$0.00
578,415.76
540,403.25
$0.00
520,901.50
545,993.30

Fage 1
(4) 04/28/2006

Overtime Pay RegPart OT
$0.00 $0.00
§212.00 $106.00
$0.00 $0.00

$0.00 $0.00

$0.00 $0.00
$252.00 $168.00

Print Reports
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EMPLOYEE MAILING LABELS (PR0218)

This option prints mailing labels for all employees, or for a subset of the employees based on selected criteria of
“Employee Status.” These labels may also be used for affixing to time cards.

This option may be used for printing standard size mailing labels, or you may adjust the size of the labels being
printed for such things as rotary file cards. You may specify a range of employees to print and, optionally, a
department mask. Selecting the desired Employee Status can further narrow the selection criteria. You may also
choose to include the employee's social security number and/or phone number.

Field Names:

- Employee Name

- Mailing Address

- Social Security Number (optional)
- Phone Number (optional)

Page 4-78  Print Reports Chapter 4
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Employee Mailing Labels

Conners, Charles S.
5422 N. Sheldon Road
Apt. 233

Tampa, FL 33635

Elliot, Frank

7113 Henderson Blvd.
#208

Tampa, FL 33602

Franklin, Albert T.
9833 N. Hanley Road
Tampa, FL 33637

Jack Friedman
15519 Lake Shore Villa
Tampa, FL 33636

Gordon, Jim
4500 Tampa St.
Tampa, FI 33612

Harris, Susan
445 S. Ford St.
St. Petersburg, FlI 33517

Bill Maquire
14523 Halfway Lane
Tampa, FL 33657

Rouse, Stan

1422 S. Addison Drive
Bldg. #2

Tampa, FL 33601

Wright, Ron
1212 W. Cypress Blvd.
Tampa, FL 33623
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CHAPTER 5 PERFORM ANALYTICAL GRAPHS

This section discusses both types of Analytical Graphs utilized by the Payroll module. These graphs are designed to
give you an instant visualization of your employee information. Graphing capabilities are not currently available
with the Linux versions. No other programs are required to execute this option. The system performs all graphics
functions from within its own programs.

After the graph has been displayed to your screen, printing is one simple step:
For Windows Compatibles: Press ALT Print Screen and paste into a WORD document.

You may also paste this image into a document or an Excel spreadsheet for presentation purposes.

PAYROLL EXPENSE BY DEPARTMENT (PR0301)

This option provides a line graph comparing the Year-to-Date wages and expenses on up to four (4) different
departments.

Once you have selected this option, you will be asked to specify the departments you wish to graph. Simply input
the appropriate department numbers; or <click> the Down Arrow (F2 by default) and a listing of your department
numbers and their descriptions will be displayed. Highlight the department you wish to use and <click> OK. Press
TAB to select another Department in the same manner. Once you have input all of the department numbers to be
graphed, <click> on the GRAPH button and the line graph will be plotted.

Departmental Expense

[ & @ e O &Dhir
5000.00
4000.00

M GEN. LABOR
3000.00
200000 \ B MANAGEMENT
1000.00
000 . . . . B SALES
Jan Feh Mar Apr
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EMPLOYEE PERSONAL TIME COMPARISON (PR0302)

This option allows you to graph a bar and/or pie chart for the current personal time balances for specific employees.

This option graphs personal time balances for a particular employee. The personal time categories are the last five
(11-15) time categories that you have set up in the Master Configuration. To specify the employee you wish to
graph, simply input the appropriate employee number, or <click> the Down Arrow (F2 by default) and a listing of
your employee numbers and their names will be displayed. Highlight the employee you wish to use and <click>
OK. The system will display this employee's name and number. You will then select the type of graph desired:

e Bar Graph

e Pie Chart

Upon selecting the graph type and <click>ing on the GRAPH button, the graph will automatically be displayed
showing the number of hours remaining for each of the five personal time categories. NOTE: Any personal time
balance that is less than zero will be displayed as zero.

Personal Time Balances

1:Perzonal
100.00
2 %acation
g0.00
60.00 3 Sick Time
40.00
4 Unexcused
20,00
0.00 5 Misc.
1 2 3 4 &

Page 5-2  Perform Analytical Graphs Chapter 5



Payroll User Manual

Personal Time Balances

[ Personal
B /acation
6i5.97%

B sSick Time

B Unexcused

[] misc.

EMPLOYEE RANKING BY TIME CATEGORY (PR0303)

This option provides a bar and/or pie graph comparing the Time Categories on up to twelve (12) different
employees.

This option allows you to select a range of employees and then rank them based on the negative balance of a specific
personal time category. The personal time categories will be the last five (11-15) time categories that you have set
up in the Master Configuration. The system will only choose those employees that have a negative balance in the
personal time specified. The balances, however, will be displayed as positive numbers. This provides you with a
quick analysis of those employees that have used up more personal time than they have accrued.

You must first specify the employee range, “Sort By” field and, optionally a department mask. The system will then
allow you to enter the maximum number of employees to include (up to 12) and the personal time category to use.
The system will then rank the employees base on their negative balances in the personal time category selected and
display the employees to be graphed.

You will then select the type of graph desired:
e Bar Graph
e Pie Chart
Upon selecting the graph type, <click> on the GRAPH button and the graph will be displayed.
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96,00
&8.00
80,00
7200
64.00
56.00
48,00
40,00
3200
24.00
16.00

5.00

1 CON-106

ZWRI105

FROU103

4 ELL-104

S:FRI-109

B GOR-107

T HAR-101

9 MAG-105

9 FRA-102

Time: Vacation

3.47%

16.85%

CON-105
M #1058
B rou-103
[ ELL-104

[ FRI-109

[ zor-107
B HAR-101
[ mac-108

[ Fra-102
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Additional Exemption Amount
Additional FIT (Type 4) ....cccccvvvvvneneene.

AdditioNal PAY CAICUIALIONS ..ottt sttt e e e st e b e bt e ke sb e e e e e Rt e s e e Rt eR e e Eeebeseen s e s e eneabesbesbeseeneeseeneareseeas
Ao LU X o T L OSSOSO
Adjust Add. SIT
AGJUSE BASE BY FICA ...ttt ettt stttk e e ke be et e st a8 e e st e £ e eb e s b et e st e st e n s e s e e bt eb e e b e e b e en s e s e beabeebenbe e ensereanenteee
AGJUSE BASE BY FIT ..ottt sttt ettt st b et s et e b e be e b et et e st e s e a4 e et e e b e s e st es e e be e b e et e et e s ent e s e e be et e et et e s ensereenenteee
Adjust Base By SIT .....cccoeveveiiieniecienn

Adjust FIT Wages........ccoerereieninineieene

Adjust FUTA Wages?........ccoovenireneieeicnenns

Adjust Medicare Wages..........ccovereneieeienenennnns

Adjust SIT Wages......ccccoeereieienineneieenes

Adjust Soc. Sec. Wages.......ccccovrvvervnrenninn
Adjust SUTA WageS?.......ccevrereniennieenas
Allocate Dept Overhead...........ccccevvvieniiinienanas

ATTOW CRECK REPIINT ...ttt ettt ae et s b e b et e s b e s e eae e £ e eb e st et e s b e s e es s eseebe ek e ebesbe s ens e s e e be et e eb et e s ensereane st ee
ANALYTICAL GRAPHS ...tttk b bbb bbb 8 £ e bbb bttt b bttt bbbt
ANNUAL PAY SUIMIMIAIY ...ttt btttk b et b e e s e bt e b e e bt s b e b E e st e b e e b e eb e nb e b e e ehe e b e eb e st et e e ene et e e

LT =T L= USSR USSSRPR
Business terminated this tax year

CANCEL TNE PIINT JOD ...ttt h bt bbb £ h bt h e bt b e b e e e s e b e e b e eb e e b e b e e eat e bt e bt et e nb e b et ebeebeebeneen
Certified Payroll
Check Register (Detailed).........cccceoerereenene
Check Register (Non-Detailed)..........cccccceeenenee.
Check Register (PR0201) ......cccccocerereeveirieninnnen
Check Register by Employee............c.cce....
Check Register by Employee (Detailed)
Check Register by Employee (NON-DEtailed).........cccoviiiiiiiiiiiieieiet ettt bbbttt be bbb raeneete b 4-11
CRECK SUMIMEIY ...ttt ettt h bbbt h e b bt e bt e H oo h £ eh £ e b £ e E e e bt ne e b e e es £ e b e e bt e b e et e e s e e bt ekt ebeeb et e b e st eneabenre
Compensation Type
Considered a StatUtOrY EMPIOYEE........c.o ettt sttt et b et e s b e e e e e st e b e bt et e b et emeebeebeebesbe b eneenearennen
(O] g1 v Uot = - V| OSSOSO UUUSOURURRT
CoNtACE FaX....oceveieeiinreneeeee e

ContaCt NAmMe ......ccocovvviiriceeeeee e

Contact PhONE.......ccoevvirinriicirceee

Contact Phone EXt .......cooveviiiviininiinines

Contributed to Deferred Comp. Plan
CTRL+O (Output Options)........cccceervereeerenuenne

DATA FILE DESCRIPTIONS .....cctetiiteiie sttt sttt e e ttestt e e te e s st e e aeeaaae e teeasseeaseeasee e seeanseeaseeesseessseanseenseeeseeessseanteesreeanseen 1-7
Deduction (TYPe 3)....cvveernreneinceneees

Default JC Billing Rate....
DEFAUIT PAY CYCIB ...ttt ettt bttt b et e s et e e bt et e e b e b e s es s e R e e he e e s b e s e eseeReebe b e s e st e s e e ae et e et e be s ensereane et ee
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DEITVEIY AGAIESS ...ttt ettt ettt sttt ettt et e e e st et e e bt et e e2 e b e e em e eE e e bt ee e e e e e e e eR £ e b e eReee e e e s e e Rt eEeeEeebeneembeseentebeebenbeneeneareaneneees
Department LiSting .......cccccoeevereneinencneene

Department Listing (Detailed) .....................

Department Listing (Non-Detailed)
Departmental Expense Summary..........c.cccoeveee

DEPARTMENTAL OPTION........ccccvevrinne.

DEPt. OH EXPENSE CrEAIT .. .c.eiueieiiieitiiteitet ettt b ke b et h e b e b bt st e e e e e Rt e bt e bt b e b et e st eb e eb e e b et e e e s s ebeabe et e
(B =ESot 101 (o] o SO OSSO SO O ST U PP POOSURORP
Direct Deposit Form
DIRECT DEPOSIT OPTION ...ttt ettt eteiese st be sttt bbb s £ bbb b6 b b e bbb £ e eb b b e b e bttt b b e bbbt ne b bbb
(DT o] oY =To =] o] £ A o] o] OSSR URORRSRRRPR

ST T LTl (Y] oL SO SPOS PR 2-38
EMIP. REVIBW FOIM ...ttt bt h b bt b e e b b e b4 bt b 8o b e e e s £ e b e e bt b e et e s e bt eb e e b et e e e beebeebenee e 2-58
EMPloyee COMMENTS REPOIT ...ttt bbbt b e bt e st bt s bt bt e sttt b et b e et et 4-37, 4-38
Employee Hours Report
00T o] (o) LI I oo OSSOSO
EMPIoyee LiStiNg (DELAIEA) ... ..cc.oieieiieii ettt bttt et et et et et e s be b et e st et e b e benbe e e neene e
Employee Listing (Non-Detailed)
Employee Mailing Labels..............ccccoevenee.
Employee Name.........ccccovvveveveiieiesecieninn
Employee Number.........c.ccooooeviiiicicinn
Employee Pay ReView..........cccocecveivriennnne.
Employee Pay Review (PR0208).................
Employee Pay Review Reminder
Employee Personal Time Balance
EMPLOYEE PERSONAL TIME COMPARISON ..ottt bbbttt bbbttt bbbt 5-2
Employee RanKiNg DY TimME CalBQOIY .....ccueiviiiiiiiiiieiteiett ettt sttt sttt e b e s e bt e be e be e b e s be st e e e st et e ebesbesa e b e e ensatesaens
EMPLOYEE/DEPARTMENTAL SUMMARIES
EMPIOYEI'S FEABTAL 1D, # ...ttt b bt bbbt bt bt e bt h e e bt e bbb et e bt bt e bt e b e bt ese et e bt nee e
EMPIOYEI'S STALE L. D. # ...ttt bbb bbbt b bt e e b e e b £ e bt e bt b e b et e bt e bt ekt b e bt et e bt b e
ENTER EMPLOYEE COMMENTS..........couue.
Exclude from W-2 Wages?.........ccocevereienernnncns
Exempt Medicare.........cccoovvevnereiieinncincenn
EXEMPE SOCTAI SECUITEY ... viveteietieee ettt sttt s et e e b et et et e st es s e b e be st e b e s e e st e Eeebe e b e e e n b e s e ebeabesbesbe s ensareane et es

FICA Override...
FIT Table...............

Font AttribULES ......eeveieccecece s
FUTA (Federal Unemployment Tax)
FUTA ACCOUNT ...tttk b bbb £ b s EeE €4 H e b b h £ b s £ b bbbtk s bbb bt e ket e b en e b et e e abe e

GENERAL LEDGER ACCOUNTS ..ottt ettt ettt sttt seete st ate et sesbeseseebe s ebe e ebe st abeseaeebe s ete e abenesbebeneabeneneens 2-60
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